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No. Description Retention
1. General Correspondence
Subject arrangement of original incoming, copy of Screen annually. Destroy
outgoing letters, memorandums, reports, meeting materials over three years
minutes, directives, studies, policies, and old which has no further
other miscellaneous papers relating to this office. value. Materials which
illustrate policy,
procedures, and development
of the department and
college are to be transferred
to the history file for
permanent retention.
2. Budget Reports
These are reports received monthly from the Budget Retain final printout
Office and copies of purchase orders and information for three years, then
on equipment. destroy.
3. Student Records
Academic Progress Reports on all the Minority Students. | Retain in active file until
student is no longer
enrolled. Transfer to
inactive file to be retained
for four years, then destroy.
Screen active file annually
destroying all non-record
material which is no longer
useful.
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1. Department 2. Divigion .
STATE UNIVERSITIES AND COLLEGES 3 OnftROSTBURG STATE COLLEGE
¢ Student Human Relations

ke Record Series and Title: (Def. A group of records filed as s unit, used as a unit, and vhich L
_ : may be transferred or disposed of as a unit,) B

. Description: (Oive a brief description of a typical folder; include content, purpose, and
form name(s) and number(s),
‘ General Correspondence - Subject arrangement of original incoming, copy of outgoing
letters, memorandums, reports, meeting minutes, directives, studies, policies, and
other miscellaneous papers relating to this office.

[ 1
Se Present Volume on Hand (No, of file drawers) |7. Audit Requirements
. State T
6, Bstimated Accumulation (%;Hy) Federal [~/ Internal [=7
s Independent

rnal L
S. Estimated Activity per File Drawer; (Activity Oulde- HIGH (used daily); MEDIUM (once/twice
sonthly); 10W (less than once monthly).
Current Year @ M 1L

After 1. Ir, B {) L After what year does activity. become LIOV..,
9« Could Record Series be stored in the State |10, Recommended Retention; Screen annually.
Records Center, Destroy materials over 3 years old which has no
YBS /7 w X7 further value. Materials which illustrate policy,
procedures, and development of the department and
H college are to be transferred to the history file
for permanent retention.

L. Inventory prepared by q [Ql Dates 1/19/87
Print -

Telsrhone Mumber: 689-4050
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1. Department 2. Division '
STATE UNIVERSITIES AND COLLEGES UthOSTBUPG STATE COLLEGE
Student Human Relations

ke Record Series and Title: (Def. 4 group of records filed as s unit, used as a unit, and Ihich =
_ may be transferred or disposed of as & unit,)

Description: (Oive a brief description of a typical folder; include content, purpose, and
form name(s) and number(s).

I

Budget Reports — These are reports received monthly from the Budget Office and
copies of purchase orders and information on equipment.

Se Pnsent Volume on lhnd (Nos of file dra\nrl) 7. Audit. Roquimnta

. State LT
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rmal T
8. Estimated Activity per File Drawer: (Activity Ouide- HIGH (used daily); MEDIUN (once/twice
monthly); 10W (less than once monthly),

Current !ur ’ L -
After 1, Yr, B L After whet year éou activ‘.lty béoons !D\T"s 3
9« Could Record Series be stored in the State 10. Raoouuad.d Rotcntion:
Recorde Center, Retain final printout for three years, then destroy.
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1. Department 2. Divisgion .
STATE UNIVERSITIES AND COLLEGES UbeOSTBUPG STATE COLLEGE
Student Human Relations

L. Record Series and Title: (Def. A group of records filed as a uwnit, used as a unit, and which
By be transferred or disposed of as & unit,)

Description: (Qive a brief description of a typical folder; include content, purpose, and
form name(s) and number(s).

”

¢ Student Records - Academic Progress_ Reports on all the Minority Students.

Present Volume on Hand (No., of file drawers)

Se 7. Audit Requirements

. 1 State T

6, Estimated Accumulation T!Luz“;y) Federal [ Intermal =7
% Independent

rnal LT

Se Bstimated Activity psr File Drawer: (Activity Oulde- HIGH (used daily); MEDIUM DIUM (once/twice
monthly); 10W (less than once -onth];)

Cnnvnt!ur@)( )/

After 1, Ir, § @) L After whet year does activity become ww -3
9 Could Record Series be stored in the State 10, Recommended Retention: Retain in active file
Recorde Center, until student is no longer enrolled. Transfer to
YBS /7 o X7 inactive file to be retained for 4 years, then
destroy. Screen active file annually destroying

' : all non-record.,material which is no longer useful.
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